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2   
-Coordinate 
recruitment effort 
with manager or 
supervisor by 
providing advice 
and assistance 
Manager or 
supervisors 

3 
-RPA from Class 
-Clear Special Cons & PPP 
(NOTE:  Presence of 
available candidates may 
interrupt recruitment 
process and lengthen days 
to fill) 
 -Consult with Manager or 
Supervisor 
-Draft announcement and 
post to CPOL  
-If DEU, announce 
simultaneously 

 (5 days)

4 
-Review 
announcement 
-Notify CPOC 
of required 
changes 
 (2 day) 

5 
-Announcement open up 
to 10 days 
-Work resumes based on 
required/desired skills 
-E-mail referral list to 
manager or supervisor 
with cc to CPAC 
-Close PPP, if allowed 
  (7 days) 

6 
-Interview applicants as 
appropriate 
-Make selection 
-Obtain necessary 
approvals 
-Return referral to 
CPOC via e-mail with 
cc to CPAC 
-Provide referral 
selection to others as 
required 
 (12 days) 

7 
-Verify eligibility of 
selectee 
-Inform CPAC to make job 
offer OR 
-Inform CPAC job offer 
cannot be made 
-Close PPP, if open and if 
appropriate 
           (3 days) 

8 
-Make tentative job offer 
and confirm acceptance 
-Arrange for all pre-
employment criteria 
-Propose effective date 
and coordinate with 
CPOC 
-Notify Manager or 
Supervisor of results 
-Forward all new hire 
paperwork to CPOC IAW 
the New Hire In -
processing SOP 
 (3 days)

4 days 

4 days 1   
-Consult with 
CPAC 
-Create RPA 
-Route RPA 
  
  

Projected CPOC/CPAC 
processing time – 36 
days 


